
 
 

 
November 9, 2005 
 

E R R A T A 
 

RE:  NOVEMBER 15, 2005 AGENDA (Item 15. NON-HEARING CALENDAR,  
PAGES 5-6) 
 
PLEASE TAKE NOTICE that the Agenda for the November 15, 2005 Board Meeting 
scheduled at the offices of the State Personnel Board, located at 801 Capitol Mall, 
Room 150, Sacramento, California, has modified the following item to reflect the 
corrected chart and specifications: 
  
 

15. NON-HEARING CALENDAR 
 

The following proposals are made to the State Personnel Board by either the Board 
staff or Department of Personnel Administration staff.  It is anticipated that the 
Board will act on these proposals without a hearing. 
 
Anyone with concerns or opposition to any of these proposals should submit a 
written notice to the Executive Officer clearly stating the nature of the concern or 
opposition.  Such notice should explain how the issue in dispute is a merit 
employment matter within the Board's scope of authority as set forth in the State 
Civil Service Act (Government Code section 18500 et seq.) and Article VII, 
California Constitution.  Matters within the Board's scope of authority include, but 
are not limited to, personnel selection, employee status, discrimination, and equal 
employment opportunity.  Matters outside the Board's scope of authority include, 
but are not limited to, compensation, employee benefits, position allocation, and 
organization structure.  Such notice must be received not later than close of 
business on the Wednesday before the Board meeting at which the proposal is 
scheduled.  In investigating matters outlined above, the Executive Officer shall act 
as the Board's authorized representative and recommend the Board either act on 
the proposals as submitted without a hearing or schedule the items for a hearing, 
including a staff recommendation on resolution of the merit issues in dispute. 

 
A. BOARD ITEMS PRESENTED BY STATE PERSONNEL BOARD OR 

DEPARTMENT OF PERSONNEL ADMINISTRATION TO ESTABLISH, REVISE 
OR ABOLISH CLASSIFICATIONS, ALTERNATE RANGE CRITERIA, ETC. 
 
NONE 



 
B. ABOLISHMENT OF CLASSES THAT HAVE HAD NO INCUMBENTS FOR 

MORE THAN TWO YEARS.  DEPARTMENTS THAT UTILIZE THE CLASS AS 
WELL AS THE APPROPRIATE UNION HAVE NO OBJECTION TO THE 
ABOLISHMENT OF THESE CLASSES.  

 
 

CLASSIFICATION 
CLASS 
CODE

EE' ORG. 
NOTICED 

DATE 

DEPT. 
NOTICED 

DATE 

CBID SPEC. 
REV 

ALCOHOL PROGRAM ADMINISTRATOR 8364 9/15/2005 10/6/2005 M01  

CHIEF, GOVERNMENTAL AFFAIRS OFFICE, STATE 
ENERGY RESOURCES CONSERVATION AND 

DEVELOPMENT COMMISSION 

4732 9/15/2005 10/6/2005 M01  

MANAGER III STATE COMPENSATION INSURANCE FUND 9306 9/15/2005 10/6/2005 M01 Yes 

MANAGER IV, STATE COMPENSATION INSURANCE FUND 9312 9/15/2005 10/6/2005 M01 Yes 

ASSISTANT DIVISION CHIEF/REGIONAL EXECUTIVE 
OFFICER, WATER RESOURCES CONTROL BOARD 

3262 9/15/2005 10/6/2005 M09  

CHIEF, COMPLIANCE DIVISION, AIR RESOURCES BOARD 4168 9/15/2005 10/6/2005 M09  

PRINCIPAL ARCHITECT, HEALTH FACILITIES 4118 9/15/2005 10/6/2005 M09  

ADMINISTRATIVE SERVICE OFFICER II 4580 9/15/2005 10/6/2005 S01  

AREA OFFICE ADMINISTRATOR PROPERTY TAX DIVISION 5007 9/15/2005 10/6/2005 S01  

PAYROLL SERVICES SUPERVISOR I 1310 9/15/2005 10/6/2005 S01  

PROGRAM SUPERVISOR FRUIT AND VEGETABLE QUALITY 
CONTROL 

0045 9/15/2005 10/6/2005 S01  

CHIEF PUBLIC HEALTH VETERINARIAN 0260 9/15/2005 10/6/2005 S10  

SUPERVISING STENOGRAPHER I 1250 9/15/2005 10/6/2005 S04 Yes 

SENIOR MOTOR VEHICLE POLLUTION CONTROL 
ENGINEER 

3808 9/15/2005 10/6/2005 S09  

CHIEF, MICROBIAL DISEASES LABORATORY BRANCH 7757 9/15/2005 10/6/2005 S10  
 
NOTE:   All classes have been previously designated Footnote 24 and have been 
vacant for at least twenty-four months.   
 
Footnote 24 specifies that a classification will be abolished when it becomes vacant. 



CATIFORNIA STATE PERSONNEL BOARD

SPECTFICATTON

WORKERSI COMPENSATTON INSURANCE SUPERVISOR AND MANAGER,
STATE COMPENSATION INSURANCE FUND

Ser ies  Spec i f í ca t i on
( E s t a b l i s h e d  A p r í 1  9 ,  1 9 8 1 )

SCOPE

This ser ies specif icat ion describes supervisory and managemenL job
classi f icat ions in Lhe State Compensat. ion Insurance Fund.

C I a s s

V' lorkers'  CompensaLion fnsurance Supervisor I
Workers'  Compensat ion Insurance Supervísor I I
Manager I ,  StaE.e Compensat ion Insurance Fund
Manager I I ,  State Compensat ion Insurance Fund

DEFÏNITION OF SERTES

Posit ions in the Vüorkers'  Compensatíon Insurance Supervisor and
Manager, State Compensat ion Insurance Fund, cLasses are designated as
superv ísory  o r  manager ia l .  Pos í t . ions  are  e í ther :  (1 )  manager ia l ,
having signi f icant responsibi l i ty for formulaLing or administer ing
agency pol ic ies and programs; or (2) supervisory, performing dut ies
which are substant ial ly di f ferenL from those of subordinates, and
having aut,hor i ty,  in the interest.  of  management to:  hire,  t ransfer,
suspend,  Iay  o f f ,  reca11,  p romot ,e ,  d ischarge,  ass ign ,  reward ,  o r
discipl ine other employees, or responsibly direct their  workl  or
ad jus t  the i r  g r ievances ,  o r  e f fec t i ve ly  recommend such ac t ions .  Lead
pos i t ions  are  no t  appropr ia te  fo r  a l loca t íon  t .o  th is  ser ies .

A major purpose of Ehis general- ist  ser ies is to promote the
development of a reservoir  of  knowledge and ski l ls for the execut ion
and development. of Fund insurance administrat.ive policies and
procedures, '  therefore, incumbents ín posit ions at each l-evel in this
serÍes are expecLed to be able to perform in any posit ion at t .hat
fevel-  as a necessary part  of  the StaLe Fund's Management Development
PIan. During tenure in the Workers'  Compensat ion Insurance
Supervisor I I  and the Manager I  or I I ,  SEate Compensat ion Insurance
Fund, cl-asses, each incumbenL may be assigned to two or more di f ferent
pos i t ions  in  d is t r i c t  o r  Home Of f i ce  p rograms.

ENTRY LEVEL

Ent ry  in to  th is  ser ies  i s  p r imar i l y  f rom fower  o r  para I le l  c l -asses  in
the Vrlorkers'  Compensat ion Insurance Technician, Workers'  Compensat ion
Tnsurance Representat ive, workers'  compensat ion cl-aíms Adjuster,  or
Workers '  Compensat , ion  Payro l l  Aud i to r  c l -ass í f i ca t ion  ser ies ,  o r  f rom
classes of comparable leveLs in the DepartmenL which provide a broad

Schem
Code

C l a s s
Code

9334
9 3 3 5
9 3 1 0
9 3 0 9
.æ4-6
t#

WH6O
I/ùH58
WH5O
WH4 O
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wr+3+
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Workers'  Compensat ion Insurance Supervisor and Manager,  -2-
State Compensat ion Insurance Fund, Series

knowledge of the operat ions and pract ices of the StaEe Compensat ion
Insurance Fund.

FACTORS AFFECT]NG POSITION ALLOCAT]ON

The scope and volume of services provided by units subordinate to the
posit ion, degree, and level of  admínistratíve and supervisory
responsibi l i t ies, scope, and complexi ty of programs administered,
independence of act ion, level of  decision-making authori t ry,
supervision received, responsibi l i ty for program and pol icy
implementat ion, and impact of the posit ion on the programs, pol ic ies,
and achievement of the objectives of the Fund. I¡trhere State Fund
pos i t ions  may be  appropr ia te ly  a l - foca ted  to  spec ia l i zed  c l -ass  ser ies ,
such as in Lhe areas of information systems, business services, human
resources, t raining, audít , ing, and account ing, the level-s of these
posit ions in the Manager,  State Compensat ion Insurance Fund, ser ies
wi l l  be  cons isLent  w i th  those o f  s im i la r  pos iL ions  e fsewhere  in  S t .a te
s e r v i c e .

DEFINITION OF IJEVELS

VüORKERS' COMPENSATION TNSURANCE SUPERVISOR Ï

Pos i t ions  a l - Ioca ted  Lo  Lh is  c lass  are  ty ¡ l i ca l1y  f í rs t - I ine  superv isors
of uníts performing work al located to the Vüorkers'  Compensat ion
Insurance Technician or Workers'  Compensat ion Payrol l -  Auditor c lasses.

VüORKERS I COMPENSATION INSURANCE SUPERVISOR II

Pos i t ions  a l loca ted  to  th is  c l -ass  typ ica l l y  a re  f i rs t -  o r  second-1eve l
supervisors of uni ts perf  orming work al locat.ed to the I¡ t rorkers'
Compensat ion Payrol l  Auditor,  Senior Workers'  Compensat ion Payrol l
Auditor,  Workers'  Compensat ion Insurance Representatíve, Senior
l lorkers'  Compensatíon fnsurance RepresenLat ive, Workersr Compensat ion
Cl-aims Adjuster,  or Senior Workers'  Compensat ion Claims Adjuster
c l - a s s e s .

MANAGER I, STATE COMPENSATION INSURANCE FUND

Posí t ions  a l - Ioca ted  to  th is  c lass  are  ty ¡ l i ca l Iy  f i r s t -  o r  second- leve l
supervisors of uni ts perf  orming work al- l -ocated to the Workers'
Compensat ion Payrol l  Auditor,  Senior Workers'  Compensatíon Payrol l
Auditor,  Workers'  Compensat, ion Insurance Representat ive, Senior
Workers'  Compensat ion Insurance Representat ive, Workerst Compensat ion
Cl-aims Adjuster,  or Seníor lVorkers'  Compensat ion Claims Adjuster
c l a s s e s .
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Vüorkers'  CompensaLion Insurance Supervisor and Manager,
State Compensat ion Insurance Fund, Series

- 3 -

MANAGER II, STATE COMPENSATION INSURANCE FUND

Pos iL ions  aL l -ocaLed Lo  th is  c l -ass  are  typ íca1Iy  managers  o f  a  ma jor
program componenL wiLhin distr ict  of f íces, staff  departments, or other
organlzat ional-  uni ts with eguivalent responsíbi I í ty,  and typical ly
report  t .o a higher-Ievel manager in the ser ies.

PesiËions a}]eeaËed Ëe Ëhis elass are È}T)iea]]y managers ef smal l  Eo

ergan-i

ÐesiËiens al loeaEed Ëe Ehis elass are Ëypieal ly managers ef ]arge

regpens-ièå4å-EÌ.=

M]NIMUM QUALI FICAT]ONS

VIORKERS I COMPENSATTON INSURANCE SUPERVISOR I

E i ther  I
o n e y e a r o f e x p e r i e n c e i n t h e c a - 1 i f o r n i a S t a t e s e r v i c e p e r f o r m i n g
dut ies  in  a  c lass  w i th  a  1eve l  o f  respons ib i l iLy  no t  less  than tha t .  o f
a  Workers '  Compensat ion  C la ims Ad jus ter ,  Range 8 , .  o r  a  Workers '
Compensat ion Insurance Representat ive, Range B; or a Workers'
Compensat ion Payrol l  Auditor,  Range B. (Appl icants who have completed
nine months of the reguired experience wi l l  be admitted to the
examinat ion but must complete Lhe required experience before they wi l l
be  e l ig ib le  fo r  appo in tment .  )

O r  ï ï
Three years of experience in the eãTlfornia st.at.e servíce performing
dut ies in a class with a l -evel of  responsibi l i ty not less t ,han that of
a Workers'  Compensat ion Insurance Technician, Range B. (Appl icants
who have completed 30 months of the reguired experience wíI l  be
admitted to the examinat, ion but must compleLe the reguired experience
before they wi l l  be el igible for appointment.  )

O T  I I I
Three years of experience in prof-essional workers'  compensat ion
broker,  loss conLrol ,  underwri t ing, c laims adjust ing, vocat ional
rehabi l i tat ion, c laíms f ield invest igat ion, or premium audit íng. One
year of the reguired experience must have been in a supervisory or
managerial  capacity.  (Experience in the Cal i fornia state servíce
appl ied toward this pattern must incl-ude at least one year of
experience performing t .he dut ies of a class wiLh a level of
responsibi l i t .y equivalent.  to that of  a Workers'  Compensat ion Claims
Adjust.er,  Range B; or a Workers'  Compensat ion Insurance
Representat ive, Range B; or a workers'  compensat ion payrol l  Audi- tor,
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Range B; or three years of experience performing the dut ies of a cl-ass
with a level-  of  responsibi l iLy equival-ent Lo that of  a Workers'
Compensat ion Insurance Technicían, Range B.)

WORKERS I COMPENSATION INSURANCE SUPERVISOR II

E i ther  I
One year of experience in the ca-úfõIñIa state service performing
dut ies ín a class with a level of  responsibi l i ty not l -ess than t .hat of
a Workers'  Compensat ion Insurance Supervisor I  ì  or a Workers'
Compensat ion Insurance Representat. ive, Range C; or a I¡ t rorkers'
CompensaLion Claims Adjuster,  Range C; or a Senior Workers'
CompensaLion Payrol l  Auditor.  (Appl icanLs at the Workers'
Compensat ion Insurance Supervisor I ;  or Workers'  Compensat ion Cl-aims
Adjuster,  Range C; or Workers'  Compensat ion Insurance Representat ive,
Range C; or Senior Workers'  Compensat. ion Payrol l  Auditor l -evel,  who
have completed nine monLhs of the reguired experience, wi l l  be
admitted to t.he examinat.ion but must complete Lhe requíred experience
before they wi l l  be el igible for appointment.  )

O r  ï I
Four years of experíence ín professTonal-  workerst compensat ion broker,
loss cont,roI,  underwri t ing, c laims adjustment,  vocaLional
rehab i l iLaE ion ,  c l -a ims f ie ld  ínves t iga t ion ,  payro l l  aud i t ing ,  o r
administrat ive support  services. One year of the required experience
must have been in a supervisory or managerial-  capacity.  (Experience
in the Cal i fornía state service appl ied toward this pattern must
include at l -east one year of experience performing the dut. ies of a
cl-ass with a fevel-  of  responsibi l i ty eguivalenL to that.  of  a Workers'
Compensat ion Insurance Supervisor I ,  or a Senior Workersr Compensat ion
Insurance Representat ive, or a Senior Workers'  Compensat ion Cl-aims
Adjuster,  or two years of experience equivalenL to t .hat.  of  a Workers'
CompensaLion Claims Adjust.er,  Range C; or a Workers'  Compensat ion
Insurance Representat ive, Range C; or a Senior Workers'  Compensat ion
Payrol l  auditor.  )

MANAGER I, STATE COMPENSATION INSURANCE FUND

Ei ther  I
one year of experience in the caJfTõrñIa state service performing
duLies in a class with a level of  responsibi l i ty not l -ess t .han that of
a Workersr Compensat ion Insurance Supervísor I I  I  ot  a Senior Workers'
Compensat ion Insurance Representat ive, or a Senior Workers'
CompensaLion Cl-aims Adjuster.

O r  I I
Fíve years of experience in profe-ss' ional-  workers'  compensat ion broker,
Ioss control ,  underwri t ing, c laims adjustment,  vocat ional
rehabí I iLaE ion ,  c la ims f ie ld  ínves t iga t ion ,  payro l l  aud i t ing ,  o r
administrat. ive support  services. Two years of the requíred experience
must have been in a supervisory or managerial  capacity.  (Experience
in the Cal- i fornia state service applíed t ,oward thís pattern musE,
incl-ude at least one year of experience performing the dut ies of a
class with a level-  of  responsibi l i ty equivalent to thaL of a Workers'
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Compensat ion Insurance Supervísor I I ,  or a Senior Workers'
Compensat ion fnsurance Represent,at ive ,  or a Senior Workers'
Compensat ion  C la ims Ad jusEer .  )

MANAGER IT, STATE COMPENSATION TNSURANCE FUND

Either I
one year of experience in t.he CaüfõIñIa state service performing
dut ies  in  a  c lass  w i th  a  l -eve l  o f  respons ib i l i t y  noL less  than tha t  o f
a Manager I ,  State Compensat ion Insurance Fund.

O r  I T
Two years of experience in the CafTTornia state service performing
duL ies  in  a  c lass  w i th  a  leve1 o f  respons ib i l i t y  no t  l -ess  than tha t  o f
a Ï¡ t rorkers'  Compensat ion Insurance Supervisor I I  ,  or a Senior Vi lorkersl
Compensat ion Insurance Representat ive, or a Senior Workers,
Compensat íon  C la ims Ad jus ter .

O T  I I I
Three years of broad and extensiv-e experience in supervising or
managing professional workersr compensat ion broker,  loss control ,
underwri t ing, or c laims adjustmenL. (Experience in the Cal i fornia
state service appl ied toward this pattern must include at least one
year of experíence performing the duLies of a class wiLh a leve1 of
responsibi l i ty eguivalent to t .hat of  a Manager I ,  State Compensat ion
Insurance Fund, or t .wo years of experience performing the dutíes of a
c lass  w iLh  a  leve l  o f  respons ib i l í t y  equ iva len t  to  tha t  o f  a  Workers '
CompensaLion Insurance Supervisor f  I ,  or a Senior Vi lorkers'
CompensaLion Insurance Representat ive, or a Senior Workers'
Compensat ion Cl-aims Àdjuster.  )

+i.Èhe:=-+

a Ma-ager ïI¡ SEaËe €emlrensaE:ten Insurar-ree Fund,
ê:+-lI

e:+-}Ï-l
Feur }¡ears ef bread a"ld exËensíve-GEãrteree in su-ervisång er
ma*agi

ienee írrEhe eal i€ernj  a

I¡  SËaËe eenE>ensaEi+en Insuranee Fund-)
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¡4+åe-r

J . . Þ . :  ^ ^  . : -  ^  ^ l  .t*ue*e'-  r t r  a e*ass wiEh a ]eve} ef respensíbi tr iE}¡ neË less Ehan ËhaE ef
a Manager I I I ¡  SÈaÈe €empensaÈion Insuranee Fund,

ê:=-lI
Twe }'ears ef erËperíenee ín Ëhe ea}+,EêEnia sËaee serviee perferm*ng

a l{anager I I r  SËaÈe eempensaE*en Insuranee Fund-

i'a
sEaËe serviee appl ied Eoward Ëhis paËËerr musÈ inelude aE ]easË ene

ne€p€Ê€-i i€Ê

elass wiÈh a }eve} eÊ responsíbi l iÈ}¡ equtvalef iÈ Ee ËhaË ef a Manager
I I ;  SEaEe eempensatsien Insuranee Fund=)

KNOWLEDGE AND ABILITÏES

ALL LEVELS:

Knowledge of:  Compensat ion insurance problems, trends, laws,
rêþüIãEiõns, orders, c lassi f icat ions, rat ing plans, pr inciples, and
pract ices; general  management pr inciples and pract ices; human resource
management and supervision; State Fund f inancial  and business pol ic ies
and procedures; research and analysis procedures; appl icabi l i ty of
electronic informaLion systems to var ied work procedures; program
plann ing  and cont ro l ;  a  manager 's /superv isor 's  respons ib i l i t . y  fo r
promoting equal opportunit.y ín hiring and employee development and
promotion, and for maíntaining a work environment that is free of
discr iminat ion and harassmenL in accordance wit .h State Fund's Egual
Employment Opportunity Program

Abi l i ty to:  Effect, ívely apply the required knowledge of t .he c1ass, '
formul-ate políc ies; pIan, organize, and direct.  the work of a
subordinate st ,af f ;  establ ish and maintaín harmonious and effect ive
working relat ionships with Fund personnel,  publ ic and pr ivate
organizat ions, and cfaimants; achíeve resul- ts in t ,erms of planned
object ives; analyze si tuat ions and adopt an effecLive course of
act ion, '  communicate effect ively;  and effecEívely promote equal
opportunity in employment and maintain a work environment that is free
of discr iminat ion and harassment in accordance with State Fund's Ecrual-
Employment Opportunity Program.

er*It
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SPECIAL PERSONAL CIARACTER]STICS

ALL LEVELS:

Wi l l ingness to t ravel -  extensively  and change res idence when necessary.

CLASS HÏSTORY

Cl-ass

Workers'  Compensat ion Insurance
Supervisor I

I¡trorkers' Compensation Insurance
Supervisor I I

Manager I ,  StaLe Compensat ion
Insurance Fund

Manager I I ,  State Compensat ion
Insurance Fund

i-eft
+nsl*raÊee-M

i-eÊ
+nsur=aÊee4uRd

ñ ^ È ^
u d v e

Estab l i shed

4 / e / 8 r

4 / e / 8 L

r / 2 0 / 6 6

L / 2 0 / 6 6

^  l -  ^  l ã 1

¿ t  ¿ v t  .  +

4/++s+

Dat.e
Revised

e / 2 4 / 0 2

e / 2 4 / 0 2

e / 2 4 / 0 2

e / 2 4 / 0 2

e+2+/-c2

e+1+/42

' l_ 1tr1e
Changed

3 / L 8 / 7 L

3  / L 8 / 7 L

ccd/sks
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CALIFORNIA STATE PERSONNEL BOARD

SPECIFICATION

STENOGRAPHER
Ser ies  Spec i f i ca t i on

(Establ - ished May 19,  I971-)

SCOPE

This ser ies specif icat ion describes €hree two cl-asses ín the
Cal i fornia st ,ate service which perform generat stenographic work.
C l a s s e s
which perform higher level secret,aríal  funct ions such as Secretary or
Execut, ive Secretary I  and I I ,  and classes that perform general  of f íce
work or that require special  prof ic iency in f i l ing, account ing, typíng
on1y, or cashier ing have been excluded.

Schem Class
Code Code C I a s s

CD85 L262 Stenographer
CD80 1-257 Senj-or SLenographer
€H+ +2æ-

DEFIN IT ION OF SER]ES

Stenographers are dist inguished from other cl-er ical  cfasses by being
required to take and transcr ibe short .hand as a regular and essent. ial
part  of  the assignmenL for a substant. ia l  port ion of t ime. Dut ies
include: preparing and typing correspondence, form let ters,  forms and
documents, stenci ls,  and rough draft  mater ials;  t ranscr ibing dictat ing
machine records; assist ing in the preparat. ion of reports and
stat ist ical  summaries, '  and serving as recept ionist  referr ing t .elephone
cal- l -s and visi tors to appropriate staf f  members.

FACTORS AFFECTING POSTTTON ALLOCATION

Level-  of  di f f icul ty,  var iety,  and complexi ty of assigned dut ies;
independence of act ion and decision; degree of supervision receíved.
and degree of supervision exercised serve as di f ferent iat ing factors
between ind iv idua l  c lasses .

DEFINÏT]ON OF LEVELS

STENOGRAPHER

This is the entry,  t raining, and journelperson level-  in Lhis ser ies.
Incumbents, under general  insLruct ions, but with estab1ished
procedures and precedents as guides, serve in (1) a secretar ial
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Stenographer Series - z -

capacity,  or (2) in a cl-er ical  pool,  performing stenographic and
cler ical  work of average di f f icul ty in takíng and transcr ibing
technical  and nontechnical  dictaEion, typing, and performing related
cl-er ical  work. There may be lead responsibi l i ty over others.

SEN]OR STENOGRAPHER

This is the working supervisor 1eve1. Incumbents plan, organize, and
assign work to a smal l  group of c lerícal  employees or assist  in the
supervision of a larger group engaged in transcribing shorLhand or
machíne dict .at ion; personal ly take and transcr ibe di f f icul t  dictat ion
and índependently compose correspondence requiring judgment. This
level-  may be used to classi fy the few advanced journey fevel
Stenographer posit ions, which are noL secretar ial  in nature. Dut ies
would include subst.ant. ia l  taking and transcr ibíng of di f f icul t
d ic ta t ion  f rom la rge  meet ings .

€t€Eeen sEenographers¡ E}ÞisËs and eEher eler iea] ernpleyees engaged in

¡ ' r lor i ¡ . la ' l  worl<, and does eËher relaËed work:f ! v ¡ J L ,

MTNIMUM QUAL] FICATÏONS

STENOGRAPHER

Eir_tner I
In the Cal- i fornia staEe servíce, one year of experíence performing the
dut ies  o f  an  Ass is t .an t .  C le rk .

O r  I I
Educat ion: Eguivafent Eo complet ion of the twelf th grade.
(Addit ional qual i fyíng experience may be subst i tuted for the required
educat ion  on  a  year - fo r -year  bas is . )

SEN]OR STENOGRAPHER

E;r_tner  r
In the Cal i fornia state service, one year of experience performing
cler ical  dut, ies at a level of  responsibi l i ty not less than that of  an
Of f i ce  Ass is tan t  I I  ( fo rmer ly  C lerk  I I )

O r  T T
Two years of experience in stenographic and cler ical  work. (Academíc
educat ion above the twel- f th grade may be substí tuted for one year of
the reguired general  experience on the basis of eiLher (a) one year of

210



Stenographer Series - 3 -

general  educat ion being equivalent to three months of experience,.  or
(b) one year of educat ion of a business or commercial-  nature being
equivalent.  to six months of experience. St.udents who are enrol1ed ín
the 1ast.  semester or i ts equivalent of  course work which upon
complet ion wi l l -  ful f i l ]  t ,hese requirements wi l l  be admitted to the
examinat ion, but they must submit evidence of complet ion before they
can be considered for appointment.  )

E:LËher+
i+g

ge+
ê+-*I

i'as
A--¡r'A=i

ser¡ri

}¡ear ef general edr*eaËien beíng equivale'rÈ tse Ehree monÈhs e€
expe:=i

KNOWLEDGE AND ABILITIES

STENOGRAPHER

Knowledge of:  Modern off ice methods, suppl ies, and equipment. .

Abi l i ty to:  Take dict .at ion at 80 words a minute; type at 40 words a
minute; perform simple cler ical-  and st,enographic work; speI1
correct ly,  use good EngIísh; make ar i thmetic computat ions; and foI low
ora l  and wr i t ten  d i rec t ions .

SENIOR STENOGRAPHER

Knowledge of:  Modern off ice methods, suppl ies, and equipment;  and
Business Engl ish and correspondence and pr incipres of ef fect ive
supervision and training.
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Abi l i ty to:  Read and wri te Engl ish at a level-  required for successful
job performance; take dictat ion at 110 words a minuLe,.  t ) t )e at 40
words a minute; perform di f f icul t  stenographic and cl-er ical  work; make
cl-ear and comprehensive reports and keep di f f icul t  records; prepare
c o r r e S p o n d e n c e i n d e p e n d e n L 1 y ; @ c o m m u n i c a t e e f f e c t i v e 1 y ;
meet and deal tactful ly with t .he publ ic;  and supenrise t f re work of
Ass is tan t  C l -e rks .

i+eeÉ

i¡r,esJ___a

ava i lab le  Ëe meeE a f f i rmaEåve aeEien  eb jeeEives ,

n¡+ f  +eV ee:  neae an
job perfermanee; Ëalce dieËaÈion aÈ 110 werds a minuÈei Ë}Þe aE 10
we-ds a mínuËe; perferm di f f íeulÈ sËenegraphíe and eleríea} werlc;  malce
elear and eenrprehensive reperËs and lceep di f€íeulË reeerds; prepare

deal EaeE€u}l}¡  wiËh Ëhe pr*bl ie;  supervise Ëhe werle ef AssisËanÈ
€ler lcs; learn rapidl l -  and apply speeiÊie law^; rules¡ and eff iee

É¡¿es--

SPECIAL PERSONAL CHARACTERISTICS

¡J,I-#+¿ELS-:
BOTH CLASSES:

Wil l ingness to fol l -ow a prescr ibed rout ine; tack; and neat personal
appearance; and a demonstrated interesL in assumíng íncreasing
respons ib i t i t y .

ADD]TIONAL DESIRABLE QUALIFICATION

AI.T.-+.EItrET#
BOTH CLASSES:

Educat ion eguivalent.  to complet ion of the twelfLh grade.
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C l a s s

St,enographer
Senior Stenographer

- 5 -

CLASS HISTORY

Date
Estab l i shed

3 / 2 0 / 7 4
l_93 t_
+91+

Revised

rc iun
a  1 1 1  l n õ
'  I  ¿ l t  '  r

m . i  Þ 1 ^
I f L f ç

Changed

: -
L / 2 0 / 6 L

ccd/sks
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Should you have any questions regarding this Notice, please contact staff in the 
Secretariat’s Office at: 
Phone: 916-653-0429  
Fax: 916-651-9775 
 

 
P. Fong 
Secretariat’s Office 
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